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UNITED STATES DISTRICT COURT 
EASTERN DISTRICT OF ARKANSAS 

 
 

Position Title: Receptionist / Communications Clerk  
Location: Little Rock Office-Announcement #15-C06 
Closing Date: Open Until Filled 
Starting Salary/Range: $31,652 - $51,447 (CL 23/01 - CL 23/61)* 
Tour of Duty: Full-time 

 

 
 

Position Overview: The Clerk’s office for the United States District Court, Eastern District of Arkansas, 
has a position open for a Receptionist / Communications Clerk.  This is a great entry level opportunity for 
a recent college graduate.  This position performs receptionist duties by greeting visitors in person and on 
the telephone, answering routine questions, and directing visitors/callers to the appropriate person or 
department; receives, screens, and routes incoming and outgoing mail to appropriate persons or offices; 
maintains, updates, and tracks paper and electronic files; schedules appointments, arranges meetings, and 
maintains staff calendars.  Reports matters regarding the office’s physical needs (such as heating, 
cooling, lighting, and cleaning). 
 
Qualifications: Must be a high school graduate or equivalent with two years of general experience 
(education above high school will substitute for experience), proficient with Microsoft Office Suite, 
professional appearance, solid communication skills both written and verbal and the ability to organize, 
multitask, and prioritize.   
 
Employees of the U. S. District Court are entitled to benefits which include the retirement system, health 
benefits, life insurance, flexible spending accounts, scheduled holidays and annual leave program, and 
periodic salary increases. This position is subject to mandatory Electronic Funds Transfer participation 
for payment of net pay.  The selected candidate must successfully complete an FBI background check as 
a condition of employment. Only the most qualified applicants will be interviewed. 
 
Submit resume, including education and experience to: 
 

Clerk, United States District Court #15-C06 
600 West Capitol, Room A149 

Little Rock, AR 72201-3325 
 

**** The Court is an Equal Opportunity Employer **** 
July 6, 2015         Announcement #15-C06 


